




















e Procurement by competitive proposals
e Procurement by sole source (under limited conditions as described in 20 CFR 678.610.

Office of Management and Budget 2 CFR 200.319(a) states: "All procurement transactions must
be conducted in a manner providing full and open competition consistent with the standards of this
section. In order to ensure objective contractor performance and eliminate unfair competitive
advantage, contractors that develop or draft specifications, requirements, statements of work, and
invitations for bids or requests for proposals must be excluded from competing for such
procurements.”

Note: LWDBs must prepare written documentation prior to the release of the RFP describing
their process to select a One-Stop Operator and submit to the State Workforce Development
Board (SWDB) by email at workforce.board@tn.gov. Documentation must include LWDB's
statement of intent to manage the procurement process, or to utilize a third party vendor.

3. Can aLocal Board be a One-Stop Operator?

No. LWDBs may not compete for or be selected as One-Stop Operators. A single entity may not
perform the functions of fiscal agent, Board Staff, One-Stop Operator, and service provider.
Structures that create situations allowing for a single entity to have control and administration
of funds, coordination of activities, and receiving contracts for services does not suffice WIOA
firewall requirements in the State’s TN-WIOA (17-2) Conflict of Interest Policy and TN-WIOA (16-
12) One-Stop Delivery and Design System. In order to ensure compliance with firewall
requirements the fiscal agent, staff to the LWDB, or other LWDB staff entities may not be a
provider of career services (WIOA Section 134[c][2][C]). The State of Tennessee may set strict
requirements in regards to firewalls, and has determined that LWDBs may not compete for
and be selected as One-Stop Operators.

4. Who can be a third party in the procurement process?
The third party may be a consultant, a professional, or any other independent entity retained
specifically to arrange, notice, and process the procurement. Such entities may be retained
locally or statewide and retained by one or more LWDBs. The LWDBs must use discretion in
retaining entities with whom it previously has done business to avoid conflicts of interest or
any appearance of favoritism toward the LWDB in its final selection.

The third party may be the Chief Local Elected Official (CLEO) utilizing their county government
procurement office, or local area consortium. Discretion should be used in retaining one
LWDB to process the competitive procurement of another LWDB as there is potential for
conflicts of interest and the appearance of impropriety. The Tennessee Department of Labor
and Workforce Development (TDLWD) is unable to act as a third party in the procurement
process due to the department’s possible involvement in disputes or appeals arising from the
local area process. LWDBs may utilize the State of Tennessee Department of General Services
Central Procurement Office.

5. Must a Local Board competitively procure career service providers under WIOA?

Yes. WIOA recommends the selection of career service providers through a competitive
process, as outlined in Training and Employment Guidance Letter (TEGL) 15-16. The State’s
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| Agency RFP
General Services Review Checklist

Purpose
The purpose of this job aid is to assist agency procurement professionals in the review of
Request for Proposals (RFP).

D Confirm this is not a State Building Commission procurement
¢ https://www.tn.gov/finance/article/fa-osa-sbc

D Applicable supporting documentation is attached
e Legal Certification

e Approved endorsements: Strategic Technology Solutions, Human Resources,
eHealth

e Approved rule exception request(s)

e Comptroller initial questions and answers

e Vendor list

e Cost proposal in Excel spreadsheet

I:] RFP number is correct throughout
D References are correct throughout
l:l All attachments are reflected in the “RFP Contents” box

l:l RFP Introduction
e Statement of procurement purpose is clear and adequately describes the

goods/services to be procured.
e Estimated budget is listed.
e If a Pre-Response Conference will be held:

o The location, the room and conference lines are listed.

o RFP Section Reference is correct and corresponds to the Notice of Intent to
Respond section. Confirm that the room and conference phones lines have
been reserved.

e |If a pre-response conference will not be held:

o The section has been deleted and subsequent sections are renumbered

accordingly

D Schedule of Events
e Dates meet the minimum requirement between each event

o Note: CPO recommends giving more time during the questions and answers,
and evaluation process to ensure a quality evaluation
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| Agency RFP
General Services Review Checklist

]:] Response Requirements
e The number of technical response copies requested is enough for each

evaluator and the solicitation coordinator to have her/his own copy
e There is only one option listed for the cost proposal digital document.
o XLS is preferred

D Section 5: Evaluation & Contract Award
e Evaluation maximum points possible equals 100

o Cost proposal maximum points possible is at least 30 unless there is an
approved rule exception
e Technical Response Evaluation section accurately details the evaluation process
o If language has been revised, a Rule Exception Request is included
e Contract Award Process section accurately details the award process
o Iflanguage has been revised, a Rule Exception Request is included

D RFP Section A, Mandatory Requirements
e All requirements are pass/fail

o Confirm that each can be answered with yes or no
e If a subject matter expert (SME) is needed to ensure this section is evaluated
accurately, that language has been added to the evaluation process in Section 5

D RFP Section B, General Qualifications and Experience Items
e All are relevant to the pro forma section A and to the ability of the respondent

to fulfill the contract
e The maximum possible score is accurate

D RFP Section C, Technical Qualifications, Experience, and Approach
e Allitems relate to the scope of services
o There is no limit to the amount of information contained in the scope of
services
o Add all items needed to ensure thorough evaluations can be completed and
a qualified vendor can be identified.
o Add evaluation factors. Each factor should be based on the importance of
the item being evaluated.
e The maximum possible score is accurate.

D RFP Cost Proposal
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| Agency RFP
General Services Review Checklist

e Each cost item description (deliverable) is included in the pro forma contract
scope of services in Section A.
o Deliverables must be listed in the same order as the scope and contain a
scope of services section reference.
e Each cost item description (deliverable) is included in the pro forma contract
payment methodology in Section C.
e The unitin the proposed cost column corresponds to the deliverable.
o For example, if the deliverable is a quarterly report the unit would be
“per report”.
e The evaluation factors reflect the volume/importance of the various
goods/services as described in the pro forma contract sections A and C.
e The maximum possible score is accurate.

D RFP Pro Forma Contract
e The most recent CPO template is being used and the instructions for that

template are followed unless there is an approved Rule Exception Request for

revisions.

o FA s the standard template. If another template is used, there is an
explanation why and the appropriate approval to deviate from the FA
template has been obtained.

o The scope of services and technical requirements are aligned.

o The scope of services adequately describes the goods/services being
procured.

o Payment methodology matches the RFP cost proposal and does not contain
any lines that do not directly relate to the scope of services.

General Notes and Additional Items to Consider:
e Are your technical requirements clear? Has your internal information systems
team reviewed?
e Distinct from technical requirements, are your performance outcomes clearly
defined?
e Write in plain language.
o Each reader must interpret the same meaning
o Avoid slang terms, undefined acronyms, and ambivalent language (could,
may, etc.)
e Ifit's not written in the contract, it doesn’'t matter
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| Agency RFP
General Services Review Check]ist

e If your need involves a system that captures, stores, or moves/transfers data to
another system, the department’s IT team should be involved BEFORE the RFP is
drafted.

e The RFP is a statement of business requirements and includes the pro forma
contract.

e The RFP and pro forma contract should be a crisp, detailed representation of the
department’s need.

e There are several options listed in the RFP instructions that are not addressed
in this checklist. Make sure to review the RFP in its entirety against the most
current RFP instructions.

e RFP language is NOT set in stone. Be creative, and ask for rule exceptions
where it is justifiable.
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